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Purchasing Division 

FUECBASE SEQUISITIOKS 

Quantity* 1 Clle drawer, I bundle 
Sitoi Letter sice 
Datest 1937... 
Vila Arrengements By aerial number 
Audlti Annual outside audit, 

Requisitions ore prepared tn triplicate &M distributed as follovst 

White original to thePurchasing Division for preparation of the 
Purchase Order ( I tea 2) 

Yellow copy is retained in the originating office* 
pink copy is held by the employe* ordering the material. 
The Requisitions,are ser ia l laed t giving twwse of the division and natse 

of the person ordering, the date, nunsbcr of units, description, and the 
estimated cost per unit and total cost. 

Non-stoek-materlals requisitions are prepared In quadruplicate in the 
Warehouse and distributed as follows) 

White end yellow copies go to purchasing. 
Blue copy is retained at the Warehouse. 
Pink copy goes to the receiver of tha order. 

copies of e l l requisitions, except the one f i led in the Purchasing 
Division for preparation of the Purchase Order, are considered nonrecord 
within the tceaning of the statute governing nonrecord material (Anno
tated Code of Maryland, 1937 Edition as emended, Art. 41, Sec. 179), 
and cay be destroyed as soon as no longer needed by the of f ice . 

The reCOTsnendatior. below applies only to the requisitions f i led In 
the Purchasing Division for preparation of the Purchase Order. 

(continued) 



RECOJWEKDATIO?; i t&TAIK FOR TH8EE YEARS OR LJf-TIL AUDITED. VJHICHBVBK 
IS LATER, THE* DESTKOY. 

JCOMPAWf PILES (KWCHASE t»UEERS, SECEIWJKJ REPORTS* AfcD IMTDICES) 

Quantity: 16 f i l e drovers 
Slee» Letter s i te 
Dates: 1957... 
Ti le Arrangement: By of vendor 
Audit i Audited In Finance & /tccountins 
A. Purchase Orders ere prepared from the Requisition* (Item 1) in 

qulntuplicate, and ere distributed es follows: 

White original goes to the vendor. 
Yellow end pink conies ere retained in the Purchasing Division until 

the order has been received* Both copies ere then forwarded to 
Finance & Accounting v ita the pink end yellow conies of tbe Re
ceiving Resort (below) end the invoices* After the cheek is cut 
and issued, the yellow cosy of the Purchase Order* pink copy of 
the Sscetvlng Report, end one Invoice copy ere stsaoed * paid ' end 
returned to the Company Files in Purchasing* The pink copy of 
the Purchase Order end the yellow copy of the Receiving Report, 
with the original invoice copy, ere etatnped "paid 1 end held in 
Finance & Accounting. After the Check is signed by the Choi roan 
of the Connies Ion, e Voucher (cheek) copy i s attached to the 
copies f i led in Finance & Accounting* 

Orange copy I s the diary copy retained in Purchasing. 
Blue copy goes to the Storekeeper (Warehouse) es & receiving copy* 

$• \iben the order i s received by the Storekeeper (Warehouse), e 
serieliesd Receiving Report is prepared in tr ipl icate for both stock 
end non-stock Items end distributed es follows: 

White original end the pink end yellow copies go to Purchasing for 
entry in the Inventory Record. The white original i s returned 
to the Storekeeper* 

Pink copy i s retained in the Purchasing Division. ' 
Yellow copy i s attached to the original invoice end the Purchase 

Order end f i led in Finance '» Accounting, es indicated above* 

The Cosspany Fi le contains e l l or some of the following papers: 
Beeulsition: White original 
Purchase Order: Yellow copy 
Pecking Slip 
Receiving Bsporti Pink copy 
Invoice copy 

A l l pepers l isted Above f i led In Purchasing end in the Warehouse, 
except those f i led in the Finance & Accounting Division, es provided 
for in Schedule 1-237, Item 1, ere considered nonrecord within the 
•exiting of the statute, end stay be destroyed ee soon as no longer 
needed by the office* 

(continued). 
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AimrOfitZATlON TO DELIVER MATERIALS (HATESIAL AUTHORIZATION) 
form Ko.i 
Quantity. 2 post binders 
Dates: 1957.... 
F i le Acr.i By serial number 
Audit: Annual outside audit 

For long-range sewer, water, end extension projects requiring perl* 
odic withdrawal of materials, a serialised authorisation to Deliver 
Materials sheet is prepared by the Engineering Division in quadrupil
eal*., giving the date, location and description of the project, job 
nuscbar, naowa of the foreman end the person authorising the delivery 
of SBStertals end, in columnar forts, the materials assigned to the 
project, l isted according to quantity, unit end AAC5C number, with a 
description of each item, dates of deliveries and tha quantity, with 
totals carried forward, a notation of materials returned end their 
condition (spoiled, scrap, or good), end net totals of oaterlals used. 
The four copies are distributed as fo l lovst -

White original to Storekeeper (Warehouse) 
Yellow copy la retained in Engineering 
Pick copy is forwarded to the Construction Superintendent for Coss-

^ mission projects 
P fttue copy * ° Purchasing 

Foreign*a Requisitions for Commission projects ere issued against 
the total authorisation* Copies of the requisitions (ttetss 5 end 7) 
ore forwarded to Purchasing for entry on the blue authorisation copy, 
end to Engineering for entry on the yellow copy* After the project 
is cotuploted and a l l charges are made, the white copy is forwarded to 
Finance & Accounting for entries to the accounting records. Al l copies 
of this forte, except the white copy f i led in Finance & Accounting and 
t h e blue copy f i led in the Puroiis*la& Division, ere considered non-
record within the iseanlng, of the etatute (Ann. Code of >?d., 1937 
edition es amended. Art. 41, Sec. 179), and nay be destroyed as soon 
as no longer needed by the off ice. 

The recosnaendation below applies only to the blue copy f i led in the 
Purchasing Division. 

s^COS«&KDAT10Kt RETAIN FOB THREE YEARS OB UNTIL AUDITED, WHICHEVER 
IS LATER, THEN DESTROY. 

AUTHORIZATION TO IKCREASE, UECKEASC, OS DELETE MATERIALS 

Quantity; 1 f i l e drawer 
Size) 6 V x 11" sheets 
Dates: 1957... 
Audit: Annual outside audit 

IJtfha original Authorisation to Deliver Haterials ( Iten 3) i s In-
relKd, decreased, added to, or deleted, a new fore is prepared in 
he Engineering Division and directed to Stock Control in the Hir-
hasln$ Division, authorising the change, the Material Authorisation 

r, end the Material Requisition number. This form is prepared 



in quadruplicate and distributed as fol lows:-

1. To storekeeper (Warehouse) 
2* Remains in fn$tlMNMfiMg 
i» To stock Control In torchesins 
i*. To the Construction Superintendent for CosafSSlOfl projects, or 

to the Chief Inspector on controct jobs. 
The recow-sendatlon below applies only to the copy filed in the Stock 

control in the J'urchpsin.R Division. All other topics are considered 
nonrecord within the sWMtlflt of the statute end eery' be destroyed es 
Boon es no longer needed by the office. 

MKOIMCMBnttOKl RETAIN T0& THREE YCAKS 'J'TIL .-wITSD, MWCHBW* 
IS LAfSft, fHBN DESTiUTV. 

MVTCKIAL Rt^lfttROM AND KVTVrcLD NATEKIAX SLI 

?orr* : O* MMi find ?-97 
.ufintlty: 3 f i l e drawers, I binder 
bates: 19>7... 
Fi le - r r . : l)y requisition nuabcr 
Audit: ,*udit In Finance ft Accounting 
\ serialized Material kequirttlon Is issued for short-renj c pro

jects in which fill ttaierial required to coaplete the project tat with
drawn at oric tin*-, (as distinct frorp multiple withdrawals, tterc 7.) 

Neoutsitlon copies found in the Finenes Accountln| Division ere 
provided (Off in Schedule C-237, Utsi } « Copies f i led lr. all other 
divisions of the Sanitary teenieston are considered nonrecord within 
the iresniry of the statute gr»verolr.<« r-onrccord material and may be 
destroyed as soon as no longer needed by the off ice. 

This requisition is prepared by the Engineer leg Division In quadra* 
nl teste and dtstrttxjtod es follows:* 

Write ortr'lnnl foes to the Storekeeper (Warehouse J for enter:* 
the notation of withdrawal In the Inventory Record (iter , . 
The wh'tc copy tnen woes to iinance Accounting for entry In 
the General Ledger and ir. retained arc f i led in that Division. 

Veilov copv is retained by Englnsertnt* 
tnj and blue copies are forwarded to tno division or person 

requisition in*; the catersal, and retained* When tastertal it 
returned, • Serialiced Returned Material Slip" is prepared Ir 
duplicete. The yellow copy is signed as s receipt to the person 
returning the SWterlsl. end the white original is used for cor-
re.tton of the Inventory re--or.: ( l t c> ! i ar.c the Authorisation 
to Deliver otertiils ( i t e^ 3) . 

The resuiaition j.lvcs the date and job nuiucr, the quantity at c 
ruruwr of units withdrawn, the ecoct nuxber, a description of tr.. 
sieterial, end the cost ncr unit, with totale* 



MATERIAL SCBAJ* fcEKDf 

form {So* t»-99 
^Quantity: I f i l e drawer 
Sizes 5** • 3* sheets 
Datesi 1957.*. 
Fi le Arrangement} By serial nusber 
Audit! Annuel outside audit 
The serial ised Material Scrap Report forsi, prepared in quadrupli

cate, is used when da&e&ed or worn-out oateriel Is returned to the 
Warehouse. Copies are distributed as fol lows: -

White and Yellow to Purchasing 
ftlue reaaaine in Warehouse 
Pink « s e receipt to person returning the material 

This report gives the noma of the person returning the item, re 
placement materiel supplied, tf any, quantity and AACSC nuober of 
the item, description, end the news of person issuing replacement* 
Al l copies of the Hateriel Scrap Report except the white copy, which 
is subject to the recoasmendatlon below, are considered nonrecord 
within the evening of the statute governing nonrecord material and 
may be destroyed as soon as no longer needed by the office* The 
Material Scrap Report is used in correction of the Inventory Record 

aettWWENDATlOK: RETAIN FOR THHBE YEARS 08 OKTiL AUDITED, WHICHEVER 
IS LATE&, TtiEfi DESTROY. 

FOREKftR*S ttEQUlSlTiOJiS 

For® jse* P-96 
Quantity) 3 f i l e drawers, I binder 
Dates: 1957*.• 
Fi le Arr,t Sy requisition number 
Audit: Audit in Finance & Accounting 
A serialised Foreman*a Requisition is prepared by the foreman for 

each withdrawal of sssterial from the Warehouse on long-range projects 
(es distinct frost single withdrawals on Material Bequleitione, Item 
S). The Foresan'e Kequleitlon is prepared in qultotuolicate and ia 
distributed es fol lows*-

White original and pink #1 copy are forwarded to the Storekeeper 
(warehouse) for entering the notation of withdrawal in the 
Warehouse Inventory Record (Item $ ) , after which the pink copy 
i s f i led at the Warehouse end the white copy (or ig inal ) i s for
warded to Purchasing for pricing and correction of the off ice 
Inventory Record ( I ten 6) and the Authorisation to Deliver Ma
ter ia ls (Item 3 ) . The white copy then goes to Finance & Account
ing Cor entry in the general 1*tiger end is retained and f i led 
in that Division* 

Yellow copy is forwarded to Engineering for entry in Engineering*a 
copy of the Author! cat ion to Deliver Materials* 



Pin'-: 12 crd blue copies are retained by the foreran. 

The Forenvin.s acquisition fives the d^te and job nu-nber, the quan
tity and nu-.rber of units withdrawn, the stock number nn! cescriptlo 
of the r ..-.tonal, end the cost per unit, inquisition copies founti In 
Finance 6- Accountinc. ere provided far in Schedule C-237, Itera 1. 
Copies fi led in a l l other divisions of the Sanitary OonaaiSSlon ere 
considered nonrecord within the swanieg of thr statute povernlnj;. 
nonrecord material sod any be destroyed as saon as no longer needed 
by the office* 

i?,*vEi tow ftacoisp 
Quantity! Mafnsdex, 2 f i l e tubs (Introduced in 1964); 

27 v is ib le f i l e drawers (duplicated in the Warehouse) 
SI a*: 5' x f" ^ards 
Psteel 1957... 
Vile ' r r . : By stock nusfcer 
Audits Annuel outside audit 
The perpetual inventory itecord ta pasted daily from the Store

keeper's Receiving Reports (Itean 2 ) , the original white copies of 
the Material Requisitions (iter- 5 ) , Ketumcd Hsteriel end Scrap Re* 
ports (Items b end b } , and fros: the foreman's Requisitions (iter- 7 ) , 
after which the Receiving; heoorta are f i led s:id tha requisition* sent 
to Finance ft Accounting for posting to the stocU control records, and 
then returned to the StoreWcernir. 

inventory Kecord Carts are r^intained by both the ^Hir^-hasin^ Liv-
isior. and the Storekeeper Ir. the 'Warehouse. The forms K've Interna-
tlon in coluTnar form, as follows;-

I . Inventory neco rc! (JHMTC he sir g PflVj o j ^ •) 

Card Nwaibst 
Msstlsssn and minimum quantities 
f*a«e of the nsterisl 
i*art Nuasjer 
Supnl j e r . s Nene 
Ordered - (Space provided for 12 entries; 

ikite 
Suptpl i e r ' s Kane 
Order I unrbcr 
uantlty 

Receipts - (Space ornvided for 12. entries. 
Date 
'.usr.t ity 
3roer buasber 
balance bue 
het lost 

issue J - (Space provided for 1'2 entries. 
• bate 

Job Number 
quantity 
'i:. bend (balance, 

1 v . s . i . . ussoer 
H:>ntris (arranged in b l o ^ s for unseating inventoryj (cor.tjnuec" 



A . A . C . 5 . C . Specif lotion faster 
Dcs-riptlon 
MaKlsJwoi rod Mtnleusj Stocfc 
Location 
DiBbursersn:.* and Keceipts - (Specs prov1d«u for 4 . . entries* 

Order or inquisition f\n.bcr 
Quantity In 
tvui*rtity Ottt 
Balance on hard 

l i t JlftlgWllLillL WVEWfOM KttwRD CASD5 FJr, POTtt THE PUSCHASIIC DIV
ISION ( 1 , above) A*d> Tit UAStHOUSE (2) Al l TJ KB 
RKTAlMJDi — 
A. WHILE CHUKOT- (AS IDt-C AS MATCSIAL IS 01 c HAND), 

AKD IDft TflttS YLAKS TBEKEAmK* THEN DRSUMMl. 
B. I'NTXL REPLACED- AM> F09 THREE YEARS IWtSSArTS** 

THEU DESTROY. 

L FILE 
;u«i.tity: 3 f i l e drawers 
Sire: Letter-size 
DvTtes? 1922... 
i l ie Arr>: By subject, t i t l e , or na«r<e 
The Get^er.il File is composed of the followlrfi types of stttorieif-

Inter -off lee meoor^nd;: 
Inventory reports «nd Miscel laneous records 
Catalogs 
General Correspondence 
Materials (scr-o sold by thG CsesilSOlon) 
hecAos of ?urchaee orders 
Work Sheets lor sewer sod w^tcr projects 

Knteriel having continuing Hdtcinlstr.itlve or ier 2 vslus to the 
oncretlon of the office siiould be retained until such v^lue ceases. 

i l printed and ml«eo£r*ohcd wr.terinl is considered to he nonrtwor 
within tne SSiirlnjt of the statute govemln: nonrecord cater ir I end 
I M V be destroyed *s eoon as no longer needed by the off ice. 

RECOMMEKDATIOK: SETA I fXHS THREil YEA&S AID T»IEK DESTROY. 


